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47.1		Policy





47.1.1	It is the policy of this department that all officers shall properly process and secure all property coming into their custody; and that any changes in its custody have been properly and fully documented.





47.1.2	All BSUPD members coming into possession of any property, evidence, or contraband shall conduct a thorough investigation to determine ownership.  





47.1.3	All efforts to identify ownership shall be documented.  





47.1.4	The following reports shall be submitted to the supervisor prior to the end of their shift:





a.	The appropriate report (incident, person, etc.); and





b.	A Property Record (Form 011) which shall include an account of how the property came into the custody of the department and a description of each item.





47.2		Found/Abandoned Property





47.2.1	In instances of found or abandoned property, the member shall:





a.	Whenever found property is turned over to a BSUPD officer by a student or other person, provide that person with a receipt.  If the


�
officer does not have a receipt, he/she can use a page out of his/her notebook, ensuring that the he/she make a second receipt containing the same information for BSUPD's records. 





b.	Prepare a Property Record Form 011 to be submitted to the supervisor.  


(1)	If the owner of the property is unknown, the name of the individual recovering the property shall be entered in the owner's block.  The member shall indicate that person's connection with the property (e.g., finder, suspect, owner, etc.).





(2)	Members shall indicate the reason that the property is being held, for example, found property, abandoned property, etc.;





c.	Mark each item separately with the following information:





(1)	Case number,





(2)	Classification of property,





(3)	Time item came into BSUPD's custody,





(4)	Date item came into BSUPD's custody, and





(5)	The member's identifying mark; and





d.	If the item cannot be marked, then the property package shall be labelled with the following information:





(1)	Case number,





(2)	Classification of property,





(3)	Date item came into BSUPD's custody,





(4)	Time item came into BSUPD's custody,





(5)	Officer's name, and





(6)	Description of property.





47.2.2	Moist objects shall be allowed to dry before packaging, if possible, then placed in the paper package and appropriately labeled.





47.2.3	Found and abandoned property shall be stored in manilla packaging.  Items too large for packaging shall be marked with a manilla property tag.


47.2.4	After the property has been packaged and labeled, the Shift Commander shall: 





a.	Inspect the document and package: 





b.	Sign the property record; and 





c.	Attach the original copy to the property package.





47.2.5	The property package shall be deposited immediately in the Lost/Found Storage Area located in the Equipment Supervisor's Office.


	


47.2.6	The BSUPD member designated as the Lost and Found Property Custodian shall maintain a Recovered Property Inquiry Log. 





47.2.7	The Shift Commander shall:





a.	Daily remove the found property from the storage area,





b.	Complete the Property Control Log, and





c.	Deliver the items to the Property Control Supervisor located in the Maintenance Building.





47.2.8	When the owner of the property is later identified, he/she shall be contacted, as provided by law, and given a specified time to respond and claim their property.  If the owner fails to do so, the property shall then be handled in accordance with this order and State law.





47.2.9	Prior to releasing found property to the rightful owner, the BSUPD member shall ensure that the owner completes the full release section of the Property Record, including signing where indicated.  The releasing officer shall sign as the releasing authority.





47.2.10	When property is released by a releasing officer, the original Property Record form shall be completed by the Property Custodian.





a.	In cases of partial release, the partial release section shall be completed.





�



b.	In all cases, a supplemental report shall be completed stating the details of the transaction including when, where, and why the property was released and to whom.  





47.2.11	The Property Control Office shall be responsible for maintaining all records.





47.2.12	The Property Custodian shall conduct a complete inventory of the property twice a year.





47.2.13	All property which is not claimed and the owner is unknown, shall be disposed of in accordance with State laws.  





47.2.14	At least once each calendar year, the Property Custodian shall be responsible for disposing of property which has been determined for disposal.





47.3		Special, Perishable, and Hazardous Material





47.3.1	Members shall notify the Industrial Hygienist when they receive or recover property that is perishable or hazardous.  They shall also:





a.	Complete the appropriate police forms;





b.	Discard the items, if the owner cannot be contacted after having ensured that photographs have been taken; and  





c.	Ensure that photographs of property are forwarded to the appropriate custodian.





47.3.2	Articles suspected of containing stains of blood, semen or other liquid substance, and also articles which are to be examined for hair, fiber, dust, etc., must be dried before packaging.  





a.	These articles shall be dried in a secure, well ventilated room and not exposed to sunlight or heat.





b.	Evidence shall be packaged separately in paper bags, never plastic.





c.	A Property Record shall accompany each package.





d.	Evidence shall be submitted to the Prince George's County Police Department for analysis.
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47.3.3	When the property is narcotics (suspected CDS), the recovering officer shall ensure that:





a.	The evidence is photographed by a BSUPD member;		





b.	The evidence is submitted to the Prince George's County Police Department or the Maryland State Police for analysis; and





c.	The Prince George's County Police or the Maryland State Police procedure for handling CDS is followed.





47.3.4	When the property is inhalant evidence or evidence from an arson, the member shall ensure that:





a.	The materials are photographed by a BSUPD member; and





b.	The materials are submitted to the Prince George's County Police Department or the Prince George's County Fire Department Arson Squad, whichever is applicable. 





47.3.5	When the property is a hazardous material, the investigating officer shall:





a.	Notify the BSU Industrial Hygienist;





b.	Ensure that photographs are taken by a BSUPD member; 





c.	Contact the Office of Radiation Safety for storage and/or disposal of the material; and





d.	File the applicable reports.





47.3.6	Inflammable Property or Evidence





a.	Inflammable property shall not be stored in Police Headquarters.





b.	Photographs of the property shall be taken by either the BSUPD or the investigating officer.





c.	If the owner can be immediately identified and contacted, he/she shall be advised to respond to the scene and assume custody of the materials.





d.	If the owner is not identified or cannot be contacted, the property shall be photographed and recorded, and the Office of Hazardous Materials shall be notified for disposal.





47.4		Contaminated Evidence





47.4.1	When members receive evidence that is contaminated with blood and/or body fluids, they shall:





a.	Prior to taking physical possession, utilize rubber gloves;





b.	Place the evidence in an evidence bag after the bag has been properly labeled;





c.	Place the evidence bag into a clear, plastic bag and seal the plastic bag;





d.	Place a contamination sticker on the plastic bag;





e.	Follow the evidence control procedures for the numbering and storage of evidence;





f.	After storing the evidence, dispose of the rubber gloves and wash his/her hands thoroughly using hot water and soap or the Betadine solution.  Any surfaces contaminated should be washed with ten parts water and one part bleach solution; and





g.	Indicate on all records, "Evidence is contaminated with blood and/or body fluids."





*	Issuance of new Article 47 rescinds the following original orders:





1.	Article 11, Section 0  


2.	Article 11, Section 1 


3.	Article 11, Section 2 


4.	Article 11, Section 3 


5.	Article 11, Section 4 
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